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In the event that the sheriff is unavailable, the sheriff’s designee or the appropriate department head
may approve essential purchases.

It must be emphasized that emergency purchases are costly. They are made hurriedly, usually on a non-
competitive basis, and often not at the best price. Every effort should be made to avoid them.
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APPENDIX D

STATE OF VERMONT
COUNTY SHERIFFS’
STANDARDS FOR CONTRACTS

CONTRACTS WITH TOWNS

(Source: 24 V.S.A. 291a(a) and (b)).

Contracts between the Sheriff's Department and a town shall be valid if approved by the sheriff and by a
majority of the selectmen of the town provided that funding has been approved by a duly warned annual
or special town meeting.

A contract made with a town to provide law enforcement or related services shall contain provisions
governing the following subjects as best suit the needs of the parties:

1.

2.

|98)

hd

The services to be provided, including the state statutes, or town ordinances or both, which are to
be enforced,;

Rates of compensation, allocation of expenses, total cost of contract and methods of payment
therefore;

Ownership of any property acquired under the contract in event of termination of the contract;
The type, frequency and information to be contained in reports submitted by the Sheriff’s
Department to the town;

Methods adopted to resolve disputes;

The term of the contract shall specify the commencement and termination date of the services to
be provided and provisions for renewal thereof; and

Such other items, not inconsistent with law, as may be agreed upon.
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APPENDIX E

MONTHLY PROCEDURES CHECKLIST

1. Cash Accounts

Bank accounts shall be reconciled to the monthly bank statement received from the bank. The
general ledger balance shown shall agree with the reconciled cash balance. Any interest earned or
service charges incurred shall be recorded monthly. Checks not honored by the bank such as post-
dated checks, disputed items, NSF checks and similar items should be investigated and properly
recorded.

2. Accounts Receivable

The general ledger balance in accounts receivable shall equal the balance shown by the subsidiary
accounts receivable system. Adjustments should be made for any applicable bad debts.

3. Grants Receivable

The general ledger balance shall equal the total of the amount of individual grants receivable.

4. Payroll Taxes

The general ledger balances for payroll items payable at the end of the month shall agree with the
balances shown by the payroll system.

5. Reports

All reports due to the State have been prepared and are consistent with the amounts shown on the
general ledger.

6. Property and Equipment

The subsidiary listing of property and equipment shall equal the balances shown on the general
ledger.
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APPENDIX F

VERMONT COUNTY SHERIFFS’ ACCOUNTING SYSTEM
AUDITING STANDARDS

Audits required by 24 V.S.A. 290b(c) or (¢) shall be performed in accordance with Government Auditing
Standards issued by the Comptroller General of the United States as they apply to financial audits.

Reporting Standards for Financial Audits are as follows:

A. Relationship to AICPA Standards

1. The standards of reporting for government financial audits incorporate the AICPA standards of
reporting for financial audits, and prescribes supplemental standards of reporting needed to
satisfy the unique needs of government financial audits.

2. The reporting standards of the AICPA and the supplemental standards in chapter 5 of the
Government Auditing Standards apply to both financial statement audits and financial related
audits.

B. Supplemental reporting standards for government financial audits are:

1. Statement on Auditing Standards: A statement should be included in the auditors' report that the
audit was made in accordance with generally accepted government auditing standards. (AICPA
standards require that public accountants state that the audit was made in accordance with
generally accepted auditing standards. In conducting government audits, public accountants
should also state that their audit was conducted in accordance with the standards set forth in
chapters 3, 4, and 5 of the Government Auditing Standards.)

2. Report on Compliance: The auditors should prepare a written report on their tests of compliance
with applicable laws and regulations. This report, which may be included in either the report on
the financial audit or a separate report, should contain a statement of positive assurance on those
items which were tested for compliance and negative assurance on those items not tested. It
should include all material instances of noncompliance, and all instances or indications of illegal
acts which could result in criminal prosecution.

3. Report on Internal Controls: The auditors should prepare a written report on their understanding
of the entity's internal control structure and the assessment of control risk made as part of a
financial statement audit, or a financial related audit. This report may be included in either the
auditor's report on the financial audit or a separate report. The auditor's report should include as a
minimum: (a) the scope of the auditor's work in obtaining an understanding of the internal control
structure and in assessing the control risk, (b) the entity's significant internal controls or control
structure including the controls established to ensure compliance with laws and regulations that
have a material impact on the financial statements and the results of the financial related audit,
and (c) the reportable conditions, including the identification of material weaknesses, identified as
a result of the auditors work in understanding and assessing the control risk.

4. Reporting on Financial Related Audits: Written audit reports are to be prepared giving the results
of each financial related audit.
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5. Privileged and Confidential Information: If certain information is prohibited from general
disclosure, the report should state the nature of the information omitted and the requirement that
makes the omission necessary.

6. Report Distribution: Written audit reports are to be submitted by the audit organization to the
appropriate officials of the organization audited and to the appropriate officials of the
organizations requiring or arranging for the audits, including external funding organizations,
unless legal restrictions, ethical considerations, or other arrangements prevent it. Copies of the
reports should also be sent to other officials who have legal oversight authority or who may be
responsible for taking action and to others authorized to receive such reports. Unless restricted by
law or regulation, copies should be made available for public inspection.
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APPENDIX G
INTERNAL CONTROLS CHECKLIST

This self-assessment checklist has been compiled to assist county sheriffs to assess their office’s internal
control environment for accounting and financial reporting, to provide guidance in implementing controls
where weaknesses are perceived and for compliance with the Uniform Accounting Manual for County
Sheriffs’ Departments. Your office’s system of internal controls includes all of the policies and
procedures needed to provide reasonable assurance that your financial information is reliable, that
operations within the office are effective and secure, and that you are complying with applicable laws and
regulations.

Please give your auditor or the Vermont State Auditor’s Office (802-828-2281) a call if you need
assistance.
GENERAL: Response Comments

1. | Does the Department have an organizational chart defining the Y N
activities and persons responsible for them and written statements
of employees’ duties and responsibilities? .

2. | Are department personnel involved in accounting functions required | Y N
to take an annual vacation?

3. | Are accounting functions performed by other personnel during the Y N
vacation of primary accounting personnel?

4. | Is other Department staff trained in the accounting functions to Y N
provide backup in the case of vacation or other absence of the
primary bookkeeping employee(s)?

5. | Is responsibility for accounting duties ever rotated among staft? Y N

6. | Does the Department have adequate fidelity insurance provided Y N
through position bonds or employee dishonesty coverage to ensure
against losses?

MINIMUM AND NECESSARY REQUIREMENTS:

7. | Is all work performed by deputy sheriffs by virtue of their office Y N
assigned by the sheriff?

8. | Do all deputies maintain and periodically file an activity log or Y N
timesheet for their standard and contract work for the Department?

9. | Does the sheriff review the deputy’s activity log or timesheet and Y N
approve it in writing?

10.| Does the Department have a copy of all its contracts to provide law | Y N
enforcement or other related services per 24 V.S.A. 291a(d) (In
writing if the total cost exceeds $2,000 or the duration of the service
exceeds 10 working days cumulatively during a calendar year)?

11.| Are contracts numbered? Y N

12.| Is a subsidiary record of contracts maintained, in alphabetical order, | Y N
including the date of the contract and a brief description of the
services to be rendered?

13.| Is there a control list of contracts? Y N

14.| Has the sheriff submitted to the assistant judges a report of all Y N
written contracts, categorized by the contracting party, services
rendered, date of contract and amount received?
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15.

Are sequentially pre-numbered forms used for billings for all
services and are all numbers accounted for, including spoiled or
voided billing forms that must be retained?

16.

Do Department billings advise that all payments must be made
payable to and remitted to the sheriff’s department?

17.

Has the sheriff authorized all bank accounts and check signers and
is a copy of this authorization kept on file?

18.

Does the sheriff initially collect and deposit all fees and other
compensation earned by deputies?

19.

When deputies perform services for which a specific statutory fee is
provided, is that exact amount paid to them?

20.

Are wages paid not more than 6 days after the end of the payroll
period?

21.

Does the sheriff maintain an earnings summary for each employee?

22.

Does the Department have a written procedure for all purchase
contracts of $10,000 or greater, and has the procedure been filed
with the assistant judges?
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23.

Does the Department maintain a support schedule for compensation
paid to the sheriff for administration of a contract or related service
showing:

- The rate or method of calculation for the compensation according
to the contract?

- The payment’s compliance with the five percent limit on these
payments?

- Verification that payment to the sheriff was made during the same
calendar year in which the revenue was received by the department
under the contract?

24.

Does the sheriff give written approval for all disbursements and
their posting as expenses?

-If the responsibility is delegated to a department employee, is the
delegation in writing and made part of written duties and
responsibilities of the employee?
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25.

Are there formal written personnel policies for:

- normal work week hours

- vacation leave

- sick leave

- compensated holidays

- how accumulated unpaid fringe benefits (vacation, sick leave, etc.)
are handled at the time of employees' termination of employment.

26.

Is all property and equipment purchased or leased with department
funds held in the name of the department?

27.

Are invoices maintained to support the purchase or lease of property
and equipment?

28.

Does the Department have a policy concerning its fixed assets?

29.

Is a depreciation schedule maintained of property and equipment?
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30.

Are the following accounting records maintained:
- General Ledger?
- Accounts receivable and billing system?

=<
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- Cash Receipts Journal?

- Cash Disbursements Journal?

- Payroll Journal?

- Computer back-up tapes or diskettes stored off-site from the
Sheriff’s Department, and printouts reflecting detailed transactions?
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31.

For the department’s petty cash system:

- Is a set amount of cash maintained?

- Is responsibility assigned to one person?

- Is the cash balance restored with a check made out to the
custodian of the petty cash fund?

- Are petty cash disbursement expenses recorded in the cash
disbursement journal?

32.

Are pre-numbered, two-part cash receipts used for all receipts?

33.

Is any single individual able to a) authorize a transaction, b) record
the transaction in the accounting records and c¢) maintain custody of
the assets resulting from the transaction?

e Bl e A e Tiae

Z| z| zZz zZzZzZZ

34.

Are purchase orders:

- Used

- Sequentially pre-numbered?

- Numbers accounted for?

- Approved in writing by the sheriff or designee?

SIS
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35.

Are:

- Checks pre-numbered?

- Unused checks controlled?

- Checks prohibited from being written to “Cash”?

- Checks prepared by one person and signed by another person?

- Does the check signer review support information when signing a
check?

36.

Is the employee designated to do bank reconciliations not
authorized to sign checks?

37.

Is the bank reconciliation procedure documented?

38.

Are bank statements reconciled monthly, no later than 15 days from
the statement date?

39.

Does another responsible official review the completed bank
reconciliation?

40.

Is the completed bank reconciliation initialed and dated by the
person preparing the reconciliation and by the person who reviewed
it?
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41.

Does the Department have written policies and procedures
concerning the collection of outstanding receivables and the
allowance for doubtful accounts?

42.

Does the Department have written policies and procedures
concerning authorization to write-off uncollectible accounts?

43.

Is a record retained of bad debts that are written off?
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44| Are credit balances in accounts receivable investigated? Y N

45| Are written procedures in place to identify accounts payable atyear- | Y N
end?

46.| Are written procedures in place to identify accrued expenses Y N
(interest, payroll taxes, amounts payable to state government,
accrued wages, compensated absences payable, etc.) at year-end?

47.| Are the following records included in your personnel files:

- The employment application?

- Information on new employee checks (background check, former
employer and reference checks)?

- Date employed?

- Pay rates?

- Changes in pay rates and position?

- Authorization for payroll deductions?

- Earnings records?

- W-4 form?

- I-9 form?

- Specimen signatures?

- Termination data and written termination notices showing the
sheriff’s approval, where appropriate?

R e A e
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48.| Are the following procedures performed monthly:

- Reconcile Cash Accounts?

- Reconcile Accounts Receivable to the detail invoices?

- Reconcile Grants Receivable to the total of the amount of
individual grants receivable?

- Reconcile payroll withholdings to the payroll reports?

- Reconcile accounts payable subsidiary ledger to actual invoices?

K< KKK
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Reference: Uniform Accounting Manual Issued By Vermont Auditor of Accounts - Revised: August, 2004
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APPENDIX H

COUNTY SHERIFF’S DEPARTMENT
BALANCE SHEET
FOR THE FISCAL PERIOD ENDING JUNE 30,

ASSETS
Cash and Cash Equivalents $
Investments, at Fair Market Value
Receivables, net of allowance for uncollectible accounts of $
Due from Other Governments
Accrued Interest
Inventory, at cost
Prepaid Expenses and Deferred Charges
Fixed Assets, net of accumulated depreciation of

Restricted Assets
Total Assets $
LIABILITIES and EQUITY
LIABILITIES
Accounts Payable $

Due to State of Vermont
Accrued Interest Payable

Wages and Payroll Items Payable
Compensated Absences Payable
Deferred Revenue

Deferred Compensation

Notes and Other Debt Payable

Total Liabilities $
EQUITY
Contributed Capital $
Total Retained Earnings (Deficit)
Total Equity (Deficit)
Total Liabilities and Equity $

See accompanying notes to financial statements
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COUNTY SHERIFF’S DEPARTMENT
STATEMENT OF REVENUES, EXPENSES AND CHANGES IN RETAINED EARNINGS
FOR THE FISCAL PERIOD ENDING JUNE 30,

Operating Revenues
Charges for Services $
Jail Revenue
Operating Grants and Forfeitures
Miscellaneous Revenues

Total Operating Revenues $

Operating Expenses
Contracted Services $
Process Services
Jail Services
Transportation Services
Administration and General
Communication Services
Automotive Services
Grants
Depreciation

Total Operating Expenses $

Operating Income (Loss) $

Non-Operating Revenues (Expenses)
Interest $

Rent

Contributions

Sale of Equipment

Other
Interest and Fiscal Charges

Total Non-Operating Revenues (Expenses)

Net Income

Retained Earnings, Beginning of Year

Retained Earnings, End of Year $

See accompanying notes to financial statements
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COUNTY SHERIFF’S DEPARTMENT STATEMENT OF CASH FLOWS
FOR THE FISCAL PERIOD ENDING JUNE 30,

Cash flows from operating activities:
Cash received from customers $
Cash received from operating grants
Cash payable to suppliers for goods and services
Cash payment to employees for services
Other operating revenue /(expense)

Net cash provided by (used for) operating activities $

Cash flows from non-capital financing activities:
Operating grants received $
Operating transfers in from other funds
Operating transfers out to other funds

Net cash flows provided by (used for) non-capital financing activities $

Cash flows from capital and related financing activities:
Proceeds from loans $
Acquisition and construction of capital assets
Principal paid on loans
Interest paid on loans
Proceeds from the sale of equipment
Insurance proceeds

Net cash provided by (used for) capital and related financing activities $

Cash flows from investing activities:
Purchase of investment securities $
Proceeds from the sale of investment securities
Interest and dividends on investments

Net cash provided by (used for) investing activities
Net increase (decrease) in cash and cash equivalents
Cash and Cash equivalents at beginning of year

Cash and Cash equivalents at end of year $

Reconciliation of operating income to net cash provided by operating activities:
Operating Income (Net cash provided by operating activities) $

Adjustments to reconcile operating income to net cash provided by
(used in) operating activities
Depreciation $
Change in assets and liabilities
Investments
Receivables
Due from other governments
Inventory
Prepaid expenses
Contracts Payable
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Accrued interest
Other accrued expenses
Total adjustments

Net cash provided by operating activities
See accompanying notes to financial statements
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